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Requesting Agency

COMPTROLLER OF THE TREASURY

2. Division or Bureau of Requesting Agency

INCOME TAX Division, Auditing Section

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
additional accumulation is antici-

pated. Records hove ceased to have value
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1 .

/

•

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

NUMERICAL REGISTER3

Size : 12" x lb" x 3" volumes
Dates: 1537 - -
Quantity! 836 volumes (280 cubic f e e t , e s t . )
F i l e Arrangement* Chronological by year , by s e r i e s , and

numerical by account number therein
Annual Accumulation: 60 volumes ( e s t . )
Disposable Amount: 200 volumes (100 cubic f e e t ) , e s t .
Audits State

Numerical Registers are prepared on IBM tabulat ing equipment. Bach
Register sheet tabulates information from approximately a dozen t a x
returns. This information f a c i l i t a t e s the checking and audit ing of
returns . The Registers covering individual taxpayers cons i s t of
t r o primary ser ies—the "Refund" and the "Full Pay". The Refund
Regis ters give the taxpayer's account number, h i s name and address,
the amount of the refund, and the number of the check sent t o the
taxpayer. The Ful l Pay Registers g ive the taxpayer's account number,
name and address, t o t a l t a x , the balance due and remitted with the
return, and the amount of t a x which has been withheld. In some
instances addit ional assessments are shown. Other Register s e r i e s
irwOiidn t>if» nins+j»TIinaptji HJf^T>»f^xa'hlft,B Wrl̂  wCfKTporfflt-1 Off) t ° Thft

recommendation below appl ies t o a l l Regis ter s e r i e s ,

RSCOMMEHDATIONi RETAIN FOR TEN TEARS AND THEN DESTROY.

/

5. Recommendotion
of Hall of Records
and Board of Public
Works.
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Archivist
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

b. Recommendation
of Hall of Records
and Board of Public
Works.

2. CANCELED TAX REFUND CHECKS

Size i IBM card size
Dates* JS&
Quantity: 700 filing trays (approx*) or 350 cubic feet
File Arrangement: Numerical by check number
Annual Accumulation! 160 filing trays (p.st.) or 60 cubic ft.
Disposable Amountt
Audit: State

160 cubic feet (est.)

Tax Refund Checks are returned to the Income Tax Division after
payment and cancellation* Checks are currently prepared on IBM
card stock* Each check shows the check number, the account number,
the name and address of the payee, the date, the amount of the
refund, and the naraa of the bank upon which the check is drawn*

RECOMMSNDATION: RETAIN FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.
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NO.

PAGE
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•
Requesting Agency

COMPTROLUR OF THE TREASURY

2. Division or Bureau of Requesting Agency

INCOME TAX DIVISION, Auditing Sec t ion

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing

The records will cease toaccumulation. I he records will cease
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1. MUMBRICAL REGISTERS

Size: 12" x Hi" x 3" volumes
Dates: 1937 • -
Quantity! 836 volutes (280 cubic feet, est.)
File Arrangement* Chronological by year, by series, and

numerical by account number therein
Annual Accumulationt 60 volumes (est.)
Disposable Amounti 200 volumes (100 cubic feet), est.
Audits State

Numerical Registers are prepared on IBM tabulating equipment. Each
Register sheet tabulates information from approximately a dozen tax
returns. This information facilitates the checking and auditing of
returns. The Registers covering individual taxpayers consist of
two primary series—the "Refund11 and the "Full Pay". The Refund
Registers give the taxpayer's account number, his name and address,
the amount of the refund, and the number of the cheek sent to the
taxpayer. The Fall Pay Registers give the taxpayer's account number,
name and address, total tax, the balance due and remitted with the
return, and the amount of tax which has been withheld. In some
instances additional assessments are shown. Other Register series
include the "Installment," nNon~taxable,a and "Corporation.1' The
recomnaadation below applies to all Register series.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2. CANCELED TAX REFUND CHECES

Size t IBM card size
Dates: 1S& -> -
Quantity: 700 filing trays (approx.) or 350 cubic feet
File Arrangement: Numerical by cheek number
Annual Accumulations 160 filing trays (est.) or 60 cubic ft.
Disposable Amounts
Audit: State

160 cubic feet (est.)

Tax Refund Checks are returned to the Income Tax Division after
payment and cancellation. Checks are currently prepared on IBM
card stock* Each check shows the check number, the account number,
the name and address of the payee, the date, the amount of the
refund, and tlie name of the bank upon which the check is drawn*

RECOMMENDATION j RETAIN FOR THREE TEARS OR UNTIL AUDITED, WHICHEVER
2S LATER, AND THEN DESTROY.
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